


Proposal Preparation Schedule



150 HOURS
Preparing, drafting and revising your 

proposal takes time.



The SBIR/STTR Proposal Journey?

• Developing innovative solutions

• Searching for commercial opportunities

• Understanding an agency’s needs

• Following an agency’s guidelines

• Multiple registrations

• Building a team and/or partnerships

• Financial preparation
NO FUN



Study topics and prepare to reach out to topic author



Week 1: Study Topics

• Review the topics and identify fits

• Draft questions regarding topics –prepare to reach out 
to topic author, if allowed

• Evaluate your strengths and team







Study topics and prepare to reach out to topic author

Study solicitations, reach out to topic author, locate resources that can help you

Week 2:  Study Solicitations











Week 2: Study Solicitation
• Due date

• Format, Page limits, font size

• Maximum Award Amounts –SBIR or STTR

• How it will be submitted: Grants.gov, FastLane, etc.

• Registration requirements: D&B, SAM, PAMS, grants.gov, etc.

• Any other special requirements

• Can you ask questions? Topic author, date restrictions

• How it will be evaluated –you write to the evaluation criteria



Study topics and prepare to reach out to topic author

Week 3:  Complete Registrations

Begin completing registrations / Start drafting technical sessions of proposal
Study solicitations, reach out to topic author, locate resources that can help you



Missing Registrations is the biggest reason for missing deadlines!



Make 
Sure  You 
Go to 
the 
Correct 
Website







Study topics and prepare to reach out to topic author

Week 4:  Continue Drafting Technical Proposal

Begin completing registrations / Start drafting technical sessions of proposal

Continue drafting technical sessions, request feedback on technical proposal

Study solicitations, reach out to topic author locate resources that can help you





Study topics and prepare to reach out to topic author

Week 5:  Build Your Winning Team

Begin completing registrations / Start drafting technical sessions of proposal

Continue drafting technical sessions, request feedback on technical proposal
Build your team, keep drafting technical proposal, benchmark labor costs

Study solicitations, reach out to topic author locate resources that can help you



Study topics and prepare to reach out to topic author

Week 6:  Focus on Financials

Begin completing registrations / Start drafting technical sessions of proposal

Continue drafting technical sessions, request feedback on technical proposal
Build your team, keep drafting technical proposal, benchmark labor costs

Get help with financials, revise technical proposal

Study solicitations, reach out to topic author locate resources that can help you



Study topics and prepare to reach out to topic author

Weeks 7-10:  Stick with it!

Begin completing registrations / Start drafting technical sessions of proposal

Continue drafting technical sessions; request feedback on technical proposal
Build your team, keep drafting technical proposal, benchmark labor costs

Get help with financials; revise technical proposal

Study solicitations, reach out to topic author locate resources that can help you

Stay Focused



Week 7-10: Additional Steps

• Continue drafting and revising commercialization plan

• Obtain letters – allow up to 4 weeks

• Make sure you have registrations

• Revise technical proposal and budget; compare with agency 
guidelines. 



Proposal Evaluation Criteria



Understanding How Proposals are Evaluated

• Contact Topic Authors
• Contacts vs Grants

• Study evaluation criteria

• Confirm that your proposal matches the evaluation criteria





Sample E-mail

Dear {insert topic manager name}

My name is _____ and I am {describe affiliation}. I have reviewed the agency website and current solicitation 
and am interested in Topic #. After reviewing the topic, as well as the links and references, I have a few 
questions. My questions relate to: {insert 1 or 2 key questions}.

Please let me know if you have time for a 10-15 minute call to discuss. A brief conversation will help determine 
if I can submit a responsive proposal.  I am available on the dates below, but can also work around your 
schedule: 

9/1/21:  12- 4pm PST
9/12/21: 9 – 5pm PST
9/27/21: 9-5pm PST

Thanks for your consideration.



Tips for Call with Topic Manager

ØDON’T talk about your company

ØDON’T ask questions that are addressed in the solicitation

ØDON’T talk too much

ØDO ask questions of clarification regarding topic

ØDO ask if certain approaches are of interest

ØDO listen more than you talk









Writing to the 
evaluation criteria



Agencies DO NOT Review All Proposals



v Don’t Waste Time and Money

v Get Information about the Administrative 
Review Process 











Merit Review

STEP 2 – Three Key Criteria

1) Innovation / technical merit

2) Experience, qualifications, and facilities

3) Commercialization













Commercialization



Denise McKenzie
denisemc@hawaii.edu


